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This quick reference guide outlines the components of the ClientTrack HMIS solution related to data 

collection efforts. 

Workflows 

Workflows are designed to operate much like a software ‘New Set-up Wizard’. By accessing this menu 

item, the user performs multiple tasks in a logical sequence without needing to manually navigate 

through several forms. 

  

Helpful Tip: Once items have been saved to the 

database, they must be manually deleted (even if the 

workflow is canceled). 

 

The title of the 

workflow displays at 

the top of the 

Favorites section 

Open workflows prevent 

other ClientTrack 

processes from 

functioning properly 

Click on the Pause icon to 

save the workflow and 

return to it later.  

Blue checkmarks 

signify the database 

has been updated 

Click the Cancel icon if 

the workflow was created 

in error 
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Services 

Services within ClientTrack are used to record a client’s participation in the projects offered by 

the organization. Services are also used to record the organizations indirect interactions with 

members of the community not identified by the agency.  

  

 

The Add New 

Service button 

facilitates single  

client service entry 

 

The Client Services 

screen displays the 

clients open services 

 
The Add Household 

Services button 

facilitates multiple 

service entry 
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Single Client Service 

 

 

 

 

 

 

 

Project Services for Household Clients  

 

Services can be added 

one at a time and 

attached to a single 

customer through the 

Single Client Services 

screen 

 

 

Multiple family 

members can be 

added to a service at 

the same time 

through the Project 

Services for 

Household Clients 

form 
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Quick Services – Multiple Clients 

 

A single service can be added to 

many customers simultaneously 

through the Quick Services for 

Multiple Clients screen 

 

 

 

 

The field selections 

above apply to each 

displayed customer 

below 

 


